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1 Introduction 


1.1 Purpose and Scope 

This document is a guide for instructors conducting the training on the Business Account 
Website operations. 

The scope of this document is to provide the following: 

• The module agenda and objectives 

• References to the appropriate training aids and documentation for use with this 
module 

• Instruction on how a Lead Agency uses the Business Accounts Website 

• An attendance list to record the names of the students 

• A copy of the student multiple choice test with the key 

• A copy of the module evaluation form, which is also contained in the student workbook 
issued to each student 


1.2 Instructor Guide Conventions 

The main content of this Instructor Guide is presented within a table, as described in 
Table 1. Each topic is broken down into areas so as to provide the instructor with an easy 
to read format and reference to anecdotal information. 


Table 1: Instructor Guide Conventions 


Column 

Convention 

Topic 

Topic Number 

Key Learning 

Points 

This column provides key learning points, notes, warnings, and 
suggested methods of presentation of the topic. 

Items in Dark Red\Bold text will identify the learning outcomes 
(objectives) that are being addressed in the particular section. 

Items in Green\ltalics are the items to be covered, and the 
standard text provides prompts for the instructor. These prompts 
are usually summarized from the sections noted in the reference 
column. 

Actions 

This column provides the instructor with a prompt regarding the 
relevant training aid to use. This may be to demonstrate a task, 
to show a particular OHP slide, or to play a multimedia piece on 
a LCD projector. These actions are shown in Green\ltalics. 

Reference 

This column provides a reference to the relevant supporting 
documentation. 
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1.3 Module Details 


Table 2: Module Details 


Item 

Description 

Module Title 

Business Accounts Website Operation 

Module ID 

33-CUST-BUS ACCT 

Module 

Business Accounts Website Operation 

Duration 

4-5 Hours 

Venue 

PPT Training followed by hands-on training on training websites 
at the Agency 

Target Audience 

Lead Agency Staff. 

Prerequisites 

Students are familiar with Internet Explorer and are experienced 
in using websites 

Attendance at RFCS overview 


1.4 Learning Outcomes 

On completion of this course, the student should be able to: 

• Have a basic understanding of navigating the Business Accounts website, its purpose, 
and how it is integrated into the RFCS 

• Demonstrate the Business Accounts website login process and navigation methods 

• Demonstrate the functions of the Lead Agency 

• Understand the functions of the Business Account Operator 

• Demonstrate how to register a new agreement 

• Demonstrate card management 

1.5 Training Aids 

The following training aids will be used to support this training course: 

• LCD projector 

• Whiteboard 

• PowerPoint presentation 

• This Instructor Guide for the instructor 

• Student Workbook for the student 

• PC or laptop 

• Access to training mode Business Account website 

■ Lead Agency Training login/password for each computer 
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1.6 Training Mode 

All hands-on exercises and evaluations should be done in Training Mode. When 
functioning in Training Mode, the words “Training Mode” appear on the web site in red. A 
Training Mode User login and password should be provided for each computer in the 
class. These logins are Agency specific and are requested using the normal User Access 
Security form, but including a request for the Training Mode bit to be set. 

In Training Mode on the Business Accounts website, a Training User will be able to: 

• Order Training Cards (TRAINING users will only see training orders and TRAINER 
users will only see trainer orders) 

• Order Products (can be confirmed and approved by the same user) 

• Create and Maintain Training Card Groups 

• Create and Maintain Programs 

• Search for Training Agreements 

• Create Training Agreements (Agreements can only be created by a Lead Agency user 
- not ‘applied for’ as a public business user as there is no training login in this case) 

• Approve Training Business Account’s Card and Product Orders 

• Upload a Card-printing Template 

• Modify Program rules 

• Modify Order rules 
Training Mode does not: 

• Write to the Business Account Whitelist 

• Cause funds to be moved 

• View or interact with non-Training-Mode Accounts, Agreements or Orders 

This means the following actions will allow the training user to view and modify these 
items, but upon submittal of the action, the system will ignore the change and not update 
the Back Office system (No work orders or actionlists will be generated): 

• Management of the Business Account Whitelist (training agreements are not placed 
on the production Whitelist) 

• Card orders 

• Product orders 

Refer to section 1.3 in the Business Accounts Operations Manual for more details. 
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2 Overview 

The following sections contain the Instructor Guide details for the module topics. 

Before beginning the training, the following introduction and 'housekeeping' points should 
be covered: 

• Introduce self and welcome students to the module 

• Invite students to ask questions at any time during the training course 

• Housekeeping (see Topic 1 for details) 

• Students introduce themselves (Topic 2) 

• Introduce module content 

2.1 Module Introduction 


Topic 

Key Learning Points 

Actions 

Reference 

1 . 

This module forms part of the Business 

Accounts Website Operation course. All 
introductions and housekeeping would have 
been conducted prior to this point. This guide 
just covers the learning points for the Business 
Accounts Website Operation course. 

Refer to Operations 
Manual and 

Student’s Guide 

Show Slide #3 
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Topic 

Key Learning Points 

Actions 

Reference 

2. 

Students will be aware of general information 

Explain general information such as restrooms, 
breaks, expected end time/duration of the course 
and that all cell phones should be turned off or set 
to vibrate during the course. Any calls must be 
taken out of the classroom. 

Invite students to ask questions at any time 
during the training course. Depending on class 
size, the Instructor may choose to “park” the 
questions (on a white board, for instance) and 
address them at the appropriate time in the 
training. 



3. 

Instructor will be aware of students’ knowledge 
and understanding 

Get each student to introduce themselves, role in 
company, experience in using websites, 
expectations, current knowledge about the Business 
Accounts Program and its website. 

Introduce yourself giving same information. 

Go around room for 
each student 


4. 

Introduce module 

Briefly explain content that will be covered, and that 
a list of learning objectives will be shown shortly 

Introduce that website operation is generally 
intuitive, and one of the course’s aims is to gain 
confidence in navigating and using website. 
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2.2 Module Learning Outcomes (Objectives) 


Topic 

Key Learning Points 

Actions 

Reference 

5. 

State the module objectives 

At the end of this course, students will be able to: 

• Log in and log out of the Business Accounts 
website and navigate through it 

• Understand the Lead Agency and Business 
Account views of the website and their individual 
and shared tasks 

• Create/Maintain Business Account Agreements 
as Lead Agency 

• Manage Business Account Programs as Lead 
Agency 

• Manage Business Account rules as Lead Agency 

• Approve Orders as Lead Agency 

• Create New Orders for Business Account 

• Create/Maintain Branches and Card Groups as 
Lead Agency 

• Maintain Card management as Lead Agency 


SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


2.3 Student Workbook and Module Training Aids 


Topic 

Key Learning Points 

Actions 

Reference 

6. 

Review the training aids that will be used during 
the module 

• LCD projector 

• Whiteboard 

• PowerPoint presentation 

• This Instructor’s Guide 

• Student Workbook for the student 

• PC or laptop 

• Access to training website for hands-on exercises. 
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Topic 

Key Learning Points 

Actions 

Reference 

7. 

Explain the format of the Student Workbook. 

• Space to take notes during the training session 

• A Terminology section with a list of Terms for 
reference during the session 

• Practical exercises to carry out during the training 
session 

• Evaluation exercises to carry out at the end of the 
training session 

• References to any other relevant material 
associated with this training course 

• Copy of the course evaluation form 


SEA-01869 

Business 

Accounts 

Website 

Operations - 

Student 

Workbook 

8. 

Explain Training Mode. 

• Special Login/Password 

• Does not affect the normal system 

• Does not move funds 

• Allows to view, create and modify agreements 

• Allows to view, create and modify Card orders with 
or without Product 

• Shows Training Mode red text 

Show Slide # 4 
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2.4 Review of RFCS Overview 


Topic 

Key Learning Points 

Actions 

Reference 

9. 

Learning outcome: Revision of the RFCS overview 
for a basic understanding of the where Business 
Accounts and the website are integrated into the 
RFCS 



10. 

Review some overview information focusing on 
Business Accounts. 

Business Account Program Hierarchy 

4 Business Account Categories: 

• Campus 

• Commercial Account 

• Employer 

• Human Service 

Existence of Public pages with Business Account information 

RFCS and Agency Centers in regards to Business Account 
website: 

• Lead Agencies 

• Mail Center 

Website Terms and Conventions 

Show Slide #6 
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Operations 

Manual - Sections 
2.1, 2.2, & 2.3. 
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Topic 

Key Learning Points 

Actions 

Reference 

11. 

State the student Access and Activities 

• Business Account Operator: 

• Create new order 

• Order products 

• Confirm orders 

• Manage card details 

• Manage card branches/groups 

• Manage agreements 

• View Vanpool Subsidies 

• Update (Change) password 

• Generate reports 

Lead Agency Representative: 

• Approve/process agreement applications 

• Create/maintain agreements and agreement rules 

• Maintain various program types 

• Approve orders 

• Upload card printing templates 

• Manage Whitelists 

• Generate reports 

• Create new order, order products, and confirm orders 

• Manage card details and card branches/groups 

• Manage agreements 

• Manage Vanpool Subsidies 

Refer to Section 

2.4 
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3 Startup and Navigation 


Topic 

Key Learning Points 

Actions 

Reference 

12. 

Learning outcome: Describe the Business 

Accounts website login process and how a 

Business Account login differs from a Lead 

Agency login. 

Refer to Section 3 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 



Show Slide #7 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 

13. 

Explain the Differences in the left Navigation 
contents when logging in as Business Account 
Operator or Agency Representative 

Remind that the Agency Representatives are not 
seeing exactly what the Business Account Operators 
are seeing, which must be taken into account when 
making explanations. 

Refer to Section 3 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 
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14. 

Explain the Welcome page and navigating to the 
Business Accounts Log In Page 

Refer to Section 

3.1 

SEA-00366 

Business 


Click the ORCA Business Log In 


Accounts 

Website 


Explain this appears to anyone that clicks on this menu 
item (public, customers, agencies, Lead agencies, 
Business Account Operator). 


Operations 

Manual 


Describe Options showing on page: 

• New customer sign up - Goes to same page as 
‘Sign Up Now’ in Navigation Menu 

• Obtain a login for existing business account - for 
Business Accounts with a Manual Agreement 

Show Slide #11 
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• Forgotten log in details for Business Account 
Operators (not to be confused with Update 

Password available when in page headers later) 
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Topic 

Key Learning Points 

Actions 

Reference 

15. 

Describe how to log in to the Business Accounts 
website 

Refer to Section 

3.1 

SEA-00366 

Business 


Click the ORCA Business Log In 


Accounts 

Website 


Enter Username if Agency, or Business Account ID if 
customer, and password 


Operations 

Manual 


A maximum of three unsuccessful login attempts are 
permitted, following which the user account is locked 

A failed login attempt is one in which the username is 
correct but the password is incorrect. Incorrect 
username entries do not count toward failed attempts 

Show Slide #12 
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16. 

Explain how a Business Account Operator of a 
Manual Agreement can register for website access 

1. Click Obtain a log in for your existing business 
account 

2. Enter password into Your new password and 
Repeat your new password 

Refer to Section 
3.1.1, 3.1.1.1, 

3.1.1.2, & 3.1.1.3 

SEA-00366 

Business 

Accounts 

Website 
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Manual 


3. Click Submit 

Passwords don’t match -An error message displays 
if the two instances of the chosen password do not 
match 

Account not found - If the selected agreement is not 
currently active, the following error notice will be 
displayed. Contact the Lead Agency representative if 
the above message is displayed and the cause of the 
error cannot be identified 

Show Slides #13, 

14, 15, & 16 

SEA-01867 
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Website 
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Presentation 

17. 

Explain how a Business Account Operator can get 
a password reset (if forgotten log in details) 

1. Click Forgotten log in details? 

Refer to Section 
3.1.2 

SEA-00366 

Business 

Accounts 

Website 


2. Enter the Business Account ID (Username) into 
upper field, or enter the Business Name into the 
middle field. Enter the Business Tax ID onto the 
lower field. Click Reset 


Operations 

Manual 


If the details entered cannot be confirmed, error 
message displays 

3. Click the Cancel button to return the ORCA login 
page 

Forgotten User Name and Password » 

Confirmation page displays with message that a 
password has been sent to their primary contact (Lead 
Agency) 

Show Slides #17, 

18 & 19 
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Topic 

Key Learning Points 

Actions 

Reference 

18. 

Describe the log out process 

1. Click Logout 

Leave My ORCA? displays 

2. Click Continue to log out 

Refer to Section 
3.1.3 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 
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3.1 Practical Hands-on Session 1 


Topic 

Key Learning Points 

Actions 

Reference 

19. 

Learning outcome: •Demonstrate an 
understanding of navigating the website 




Describe how session will be conducted 

Using training mode Business Accounts website 

Focusing on navigation to functions 

Assign Training Mode Lead Agency user/passwords 
to students to use in session 




Instruct students to log in to the Business 

Accounts website 

Click the ORCA Business Log In 

Enter Training Lead Agency Username and password 

Log out. 

Assist students and verify everyone can Log in 
and Log out 
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4 Lead Agency Functions (General) 


Topic 

Key Learning Points 

Actions 

Reference 

20. 

Learning outcome: Describe Lead Agency 
Functions and demonstrate navigating to them 




Explain the functions of the Lead Agency. 

• Approve/process agreement applications 

• Create/maintain agreements and agreement rules 

• Maintain various program types 

• Approve orders 

• Upload card printing templates 

• Manage Whitelists 

• Generate reports 

• Create new order, order products, and confirm 
orders 

• Manage card details and card branches/groups 

• Manage agreements 

• Manage Vanpool Subsidies 

Explain the Ordering process: 

Business Account creates orders 

Business Account confirms orders 

Only the Lead Agency approves orders 

• The Lead Agency can create and confirm for a 
Business Account, but the same user cannot 
approve an order they have confirmed 

Refer to Section 4 

Show Slide # 21 
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Topic 

Key Learning Points 

Actions 

Reference 

21. 

Cover Searching for an Agreement. 

Refer to Section 

SEA-00366 


Search by any of the following criteria: 

4.1.1.1 

Business 

Accounts 


• Lead Agency name 


Website 


• The RFCS Business Account ID 


Operations 

Manual 


• Lead Agency Business Account ID 



• Agreement Type 


SEA-01867 


• Participating Agency name 


Business 


• Agreement State 

Show Slides#22 & 
23 

Accounts 

Website 


• The business's name 


Operations - 


• Branch Name 


Presentation 


• Participating business's Tax ID 




• The business’s branch name 




The Results appear below the Search Fields. 



22. 

Cover Register a New Agreement and Approve an 

Refer to Section 

SEA-00366 


Agreement. 

4.1.1.2 

Business 


To Register a New Agreement in 4 tabbed Steps: 

Show Slide #24 

Accounts 

Website 


• Business Account Info 

Refer to Section 

Operations 


• Contact Info 

4.1.1.2.1, 4.1.1.2.2, 

& 4.1.1.2.3 

Manual 


• Payment Info 

• Check 

Show Slides#25, 

26, 27, 28, & 29 

SEA-01867 

Business 


Once application is submitted and Pending, Register a 


Accounts 


New Agreement link turns into Agreement Summary 


Website 


In Agreement Summary: 


Operations - 
Presentation 


• Approve Agreement 

Refer to Section 



• Decline Agreement 

4.1.1.2.4 



• View Details (see section 5.2.1.2) 

Show Slide #30 
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Topic 

Key Learning Points 

Actions 

Reference 

23. 

Cover Business Passport Program 

The Business Passport Program holds R2R passes 
only. 

To edit Business Passport Program details: 

Refer to Section 

4.1.2.1 

Show Slide s#31 & 

SEA-00366 

Business 

Accounts 
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Select Business Passport Program 

32 

Manual 


• Set Effective Date 

• Saved Rates dropdown allows viewing monthly rates for 
any month they are already set. 

• Select Product 

• Select Payment Type (Flat Rate/Per Trip) 

• Click Show Rates to View/Edit Rates, if necessary 


SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation 


Click Save if Rates are already set. 



24. 

Cover Flat Rate 

To view/edit Flat Rate details: 

Select Show Rate on Business Passport Program 

• Enter Fixed Value dollar amount for each Agency 

Refer to Section 

4.1.2.2.1 

Show Slides#33 
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Cover Flat Rate with Use Ridership 

To view/edit Flat Rate with Use Ridership details: 

Select Show Rate on Business Passport Program 

Refer to Section 

4.1.2.2.2 

Show Slides#34 & 
35 
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• Check Use Ridership checkbox 

• Enter Monthly Amount dollar amount 


Operations - 
Presentation 


Click Save. 



25. 

Cover Per Trip 

To view/edit Per Trip details: 

Select Show Rate on Business Passport Program 

• Enter Fixed Value dollar amount for each Agency 

Refer to Section 

4.1.2.2.3 

Show Slides#36 
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Cover Per Trip with Use Ridership 

To view/edit Per Trip with Use Ridership details: 

Select Show Rate on Business Passport Program 

Refer to Section 

4.1.2.2.4 

Show Slides#37 & 
38 
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• Check Use Ridership checkbox 

• Enter Monthly Amount dollar amount 


Operations - 
Presentation 


Click Save. 
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Topic 

Key Learning Points 

Actions 

Reference 

26. 

Cover Electronic Voucher Program 

The Electronic Voucher Program holds Vouchers only. 

To view/edit Electronic Voucher Program details: 

Select Electronic Voucher Program 

• Select Existing Program/Click New Voucher Program 

• Enter/Edit Voucher Program Name and Amount 

• Select Product to restrict Voucher Use if desired. 

• Click Save. 

If no Products are selected, the Voucher will be added 
to Purse. 

Refer to Section 

4.1.2.3 

Show Slides#39, 
40&41 
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27. 

Cover Business Choice Program 

The Business Choice Program holds Normal Fare 
Products only but can also set up a Purse. 

To view/edit Business Choice Program details: 

Select Business Choice Program 

• Checkbox for Purse, if Desired. 

• Enter Maximum Purse Revalue, if Purse is checked. 

• Select Products by clicking checkbox. 

• Click Save. 

Refer to Section 

4.1.2.4 

Show Slides#42 & 
43 
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28. 

Cover Vanpool Subsidies 

Refer to Section 

SEA-00366 


The Vanpool Subsidies holds Vanpool Subsidy Table 
information. 

4.1.2.5 

Business 

Accounts 

Website 


To view/edit Vanpool Subsidies details: 

Select Vanpool Subsidies 

• Choose Branch from dropdown, if necessary 

For each applicable Group: 

• Enter/Edit Monthly Rider Subsidy dollar amount 

OR 

• Enter/Edit Monthly Rider Subsidy percentage amount 

Click Save. 

Show Slides#44 & 
45 
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Topic 

Key Learning Points 

Actions 

Reference 

29. 

Cover Voucher Rules. 

Refer to Section 

SEA-00366 


To set Voucher Rules: 

4.1.3.1 

Business 

Accounts 


• Minimum Voucher Amount 


Website 


• Maximum Voucher Amount 

Show Slide #46 & 
47 

Operations 

Manual 


• Revalue Type (Remote/Automatic) 

• Apply these Rules dropdown 


SEA-01867 

Business 

Accounts 


Cover Order Rules. 

Refer to Section 

Website 


To set Order Rules: 

4.1.3.2 

Operations - 
Presentation 


• Order Values Below Amount 



• Orders that have not Changed by Amount from 

Show Slide #48 & 



Last Month’s Order Amount 

49 



• Orders that have not Changed by Percent from 

Last Month’s Order 




• Apply these Rules dropdown 



30. 

Cover Approve Orders. 

Refer to Section 

SEA-00366 


To set Approve Orders: 

• List of All Business’ Orders to be Approved 

4.1.4.1 

Show Slide #50 & 
51 

Business 

Accounts 

Website 


• Sort by Business Dropdown 

Operations 

Manual 


• Select Order and Click Approve 

Refer to Section 

SEA-01867 


Cover view Order Details. 

4.1.4.1.1 

Business 


To view Order Details: 

Show Slide #52 & 

Accounts 

Website 


• Click Order Number link 

53 

Operations - 
Presentation 


• Read-Only Update Card Order display 
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Topic 

Key Learning Points 

Actions 

Reference 

31. 

Cover Upload Card Printing Template and 

Refer to Section 

SEA-00366 


Generate Reports. 

4.1.5.1 

Business 


To Upload Card Printing Template: 


Accounts 

Website 


• Select Business Account dropdown 

Show Slide #54 & 

Operations 


• Enter Name and Description of Template 

55 

Manual 


• Upload File 


SEA-01867 

Business 


Cover Upload Card Printing Template and 


Accounts 


Generate Reports. 

Refer to Section 

Website 


To Generate Reports: 

4.1.6 

Operations - 
Presentation 


All Reports available on the Agency level. 

These Reports available to Business Accounts: 

Show Slide #56 



• Opens New Window 

• Log in and available Reports listed 

• Expired Vouchers 

• Business Card Account Transaction History 

• Business Card Status 

• Business Linked Ridership Summary 

• Business Unlinked Ridership Summary 

• Business Vanpool Subsidy Status 

• Business Vanpool Usage 

• Unredeemed Products 



32. 

Cover Update (Change) Password. 

Refer to Section 

SEA-00366 


• Enter old password 

4.1.7 

Business 

Accounts 


• Enter and retype New password 


Website 


• Error messages will give instructions is mistake is 
made. 

Show Slides #57, 

58 & 59 

Operations 

Manual 




SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation 
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4.1 Practical Hands-on Session 2 


Topic 

Key Learning Points 

Actions 

Reference 

33. 

Learning outcome: -Demonstrate an 
understanding of navigating the Lead Agency 
general view of website and performing various 
tasks 




Describe how session will be conducted 

With Lead Agency logins 




Perform various tasks using Operations Manual as 
a reference. 

Log in using provided Lead Agency username and 
password. 

Register a new Business Account Agreement with all 

3 Programs attached. 

Search for a Business Account Agreement. 

Approve the new Business Account Agreement. 

Edit Voucher and Order Rules. 

Approve an Order. 
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5 Lead Agency Functions (Interacting with 

Business Accounts) 


Topic 

Key Learning Points 

Actions 

Reference 

34. 

Search for an Agreement 

To Search an Agreement: 

Search by any of the following criteria: 

• Lead Agency name 

• The RFCS Business Account ID 

Refer to Section 
4.2.1.1 

Show Slides #61 
and 62 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


• Lead Agency Business Account ID 

• Agreement Type 

• Participating Agency name 

• Agreement State 

• The business's name 

• Branch Name 

• Participating business’s Tax ID 

• The business’s branch name 


SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


The Results appear below the Search Fields. 



35. 

Cover Agreement Summary 

To Interact with an Agreement: 

Select Business Account ID in Search Results 

• Renew 

• Extend 

Refer to Section 
4.2.1.2 

Show Slides #63 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


• Suspend/Reinstate 

• Terminate 

• Details 

Back returns to Search Results. 


SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 
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Topic 

Key Learning Points 

Actions 

Reference 

36. 

Cover Renew Agreement 

To Renew an Agreement: 

Renew is used when the current agreement is active 
and needs to be renewed for a period of time (such as 
a Year). 

Refer to Section 

4.2.1.2.1 

Show Slides #64 - 
66 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


• Confirm if copy current agreement or write new one 

• Enter any necessary information 

• Approve the Agreement 

Cover Extend Agreement 

To Extend an Agreement: 

Refer to Section 

4.2.1.2.2 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


Extend is used when the current agreement is active 
and needs to be renewed for a short period of time 
(Maximum 31 days) until a Renewal can be done. 

Show Slides #67 & 
68 



• Confirm if copy current agreement or write new one 

• Enter any necessary information 

• Approve the Agreement 



37. 

Cover Suspend Agreement 

To Suspend an Agreement: 

Suspend is used when the current agreement needs to 
be temporarily halted to work out an issue. 

• Enter Reason 

Refer to Section 
4.2.1.2.3 

Show Slides #69 & 
70 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


• Enter Suspension Start Date 

• Enter Suspension End Date 

Cover Reinstate Agreement 

To Reinstate an Agreement: 

Reinstate is used when the Suspension needs to be 
reversed before the Suspension End Date, because 
the issue has been addressed. 

Refer to Section 
4.2.1.2.4 

Show Slides#71, 

72 & 73 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


• Reinstate 




• Suspension Date Range Displayed 




• Confirm Reinstate 
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Topic 

Key Learning Points 

Actions 

Reference 

38. 

Cover Terminate Agreement 

To Terminate an Agreement: 

Terminate is used a current agreement needs to be 
permanently halted. 

• Enter Reason 

Refer to Section 

4.2.1.2.5 

Show Slides #74 & 
75 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


• Enter Date Requested 

• Enter Business Name Requesting Termination 


SEA-01867 

Business 


• Enter Reason Notes 

• Enter Termination Date 

Terminating an Agreement cannot be undone. A new 
agreement must be applied for if desired. 


Accounts 
Website 
Operations - 
Presentation 


View Details of Agreement 

To View Details of an Agreement: 

Refer to Section 
4.2.1.2.6 



The Details button is used View and/Or Edit the Details 
of an Agreement. Tabs of information that can be 
accessed: 

Show Slides #76, 

77, 78, 79, & 80 



• Business Account Information 

• Contact Information 

• Program Information 

• Payment Methods/Terms 

• Approvals and Dates 




Some of theses details are editable by the Business Account 
Operator, but not all. Most notably Lead Agency Contact Info 
and all Approvals and Dates info. 



39. 

Cover Business Account Whltelist 

Refer to Section 

SEA-00366 


The Business Account Whitelist tracks which accounts 
are Active and which are Suspended. 

4.2.2 

Business 

Accounts 

Website 


To Suspend/Reinstate an Agreement: 

Select Business Account Whitelist 

Show Slides# 81, 
82, 83 & 84 

Operations 

Manual 


• Choose Branch from dropdown, if necessary 

• Checkbox next to Group(s) 

• Enter Reason 

• Enter Suspend Date 

• Enter Reinstate Date 

• Suspend/Reinstate button 


SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


Confirming the action results in a Success message. 
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Topic 

Key Learning Points 

Actions 

Reference 

40. 

Cover Voucher Rules 

These Rules can be set from the general Agency view 
by choosing a dropdown for the Business Account, but 
if already interacting with an Agreement they will 
automatically be set for that agreement. 

Refer to Section 
4.2.3.1 

Show Slides #85 & 
86 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


To set Voucher Rules: 

• Minimum Voucher Amount 

• Maximum Voucher Amount 


SEA-01867 

Business 

Accounts 

Website 


• Revalue Type (Remote/Automatic) 

• Apply these Rules dropdown 


Operations - 
Presentation 


Cover Order Rules 

To set Order Rules: 

Refer to Section 
4.2.3.2 



• Order Values Below Amount 

Show Slides #87 & 



• Orders that have not Changed by Amount from 

Last Month’s Order Amount 

88 



• Orders that have not Changed by Percent from 

Last Month’s Order 




• Apply these Rules dropdown 



41. 

Cover Shopping Cart and Current Order Summary 

Once the Agency Representative has searched for and 
is interacting with an Agreement, these functions apply 
directly to the agreement that is listed in Red at the top 
of the pages. 

Refer to Section 
4.2.4.1 & 4.2.4.2 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


The Agency Representative can perform any action 
covered in the Business Account Operator Functions 
section. 

(To use these links to interact with a different Business 
Account, you must search and view its Agreement 
Summary first.) 

Show Slide #89 

Show Slides#90 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 
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Topic 

Key Learning Points 

Actions 

Reference 

42. 

New Card Orders 

The Aaencv reDresentative can create card orders for 

Refer to Section 

4.2.4.3 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 

SEA-01867 

Business 
Accounts 
Website 
Operations - 

Presentation 


a business account. If the order is for cards with 



blocked purses, the lead aaent MUST place the order. 



The checkbox for Purse Inaccessible must be 

checked. 

The “Purse Inaccessible” option does not appear on 

the New Card Order screen for business accounts. 

See Slide #91 

43, 

Cover Approve Orders 

Refer to Section 

SEA-00366 


Once the Agency Representative has searched for and 
is interacting with an Agreement, agreements to be 
Approved are only those of the Business Account that 
is listed in Red at the top of the pages. 

4.2.4£ 

Business 

Accounts 

Website 

Operations 

Manual 


(To use these links to interact with a different Business 
Account, You can use the dropdown to select another 
Business Account or All Business Accounts, and the 
list will sort and display accordingly.) 

Show Slide #92 

SEA-01867 

Business 

Accounts 

Website 




Operations - 
Presentation 

44. 

Cover Card Management Links 

Once the Agency Representative has searched for and 
is interacting with an Agreement, these functions apply 
directly to the agreement that is listed in Red at the top 
of the pages. 

Refer to Section 
4.2.5.1, 4.2.5.2, 

4.2.5.3, & 4.2.5.4 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


The Agency Representative can perform any action 
covered in the Business Account Operator Functions 
section. These include: 

• Summary of Card Accounts 

• Create/Maintain Branches 

Show Slide #g3 

Show Slide #g4 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


• Create/Maintain Card Groups 

Show Slide #§5 



• Card Printing Templates 

Show Slide #g6 



(To use these links to interact with a different Business 
Account, you must search and view its Agreement 
Summary first.) 
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( Formatted: Bullets and Numbering ) 


( Formatted: Bullets and Numbering ) 


( Deleted: & ~) 


5.1 Practical Hands-on Session 3 


( Formatted: Bullets and Numbering ) 


Topic 

Key Learning Points 

Actions 

Reference 

47, 

Learning outcome: ‘Demonstrate an 
understanding of navigating the Lead Agency 
acting for Business Account view of website and 
performing various tasks 




Describe how session will be conducted 

Continue using provided Training Lead Agency 
passwords 




Topic 

Key Learning Points 

Actions 

Reference 

45, 

Cover Generate Reports and Update Password 

Generate Reports works exactly like it does at the 
general Agency level. Agency Representatives have 
access to All Reports. 

Update Password changes the password for the 

Agency login, NOT the Business Account Operator. 

The Agency Representative cannot change the 

Agency Business Operator’s password from the 
Business Accounts Website. 

Refer to Section 
4.2.6 & 4.2.7 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 

46, 

Cover Participating Agency 

A Participating Agency can login and view the 
Agreements where other Agencies are the Lead 
Agencies; however, these views are Read-Only. 

Refer to Section 5 

Show Slide #97, 
98*99 & 100 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 
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Perform various tasks using Operations Manual as 
a reference. 

Log in using provided Lead Agency username and 
password. 

Search for a Business Account Agreement. 

Extend the Agreement. 

Suspend then reinstate the Agreement. 

View and Edit the Agreement Details. 

View/Edit Business Passport Program. 

View/Edit Electronic Voucher Program. 

View/Edit Business Choice Program. 

View/Edit Vanpool Subsidies Rates. 

Create a new Branch and Card Group in that Branch. 




SEA-01868 

Revision 6.0/Nov 17, 2010 


ERG Confidential © ERG 2010 
To be disclosed only to Agency personnel who 


Page 30 of 60 









Central Puget Sound 

Regional Fare Coordination System 


Security Level 3 


Business Accounts Website 
Operations - Instructor Guide 


Business Account Operator Functions 


Topic 

Key Learning Points 

Actions 

Reference 


48, 

Learning outcome: Explain the functions of the 
Business Account Operator 

Refer to Section 6 

SEA-00366 

Business 

< ( Formatted: Bullets and Numbering ) 


When the Business Account operator successfully logs 
in, the following menu options are displayed: 

• Shopping Cart 

• Current Order Summary 

Show Slides #101 

102 & 103 

Accounts 

Website 

Operations 

Manual 



• Summary of Card Accounts 

• Create/Maintain Branches 

• Create/Maintain Card Groups 

• Manage Agreement Details 

• Vanpool Subsidies 

• Contact Us 

• Generate Reports 


SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 



The Logout and Update Password options are 
available on every page. 




49, 

Cover Current Order Summary options. 

View Confirmed Card Orders by clicking on Order 
Number link 

• Update Card Orders page displays and is read-only 

Refer to Section 
6.1.1 

Show Slides #104 
& 105 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 

. ( Formatted: Bullets and Numbering ) 


Discuss clicking on Order Number link to view 

Confirmed Product Orders and explain it will be 
covered in more detail later. 


SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 
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Topic 

Key Learning Points 

Actions 

Reference 

50, 

Cover New Card Order options. 

• Explain Path at beginning of section. 

• Cover required and optional fields. 

Refer to Section 

6.1.1.1 

Show Slides #.106. 
.107 &.108 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 




SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation 

5L 

Cover New Product Order options. 

• Explain Path at beginning of section. 

• Cover required and optional fields. 

Refer to Section 

6.1.1.2 

Show Slides #.109. 

m,m, & - 112 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


Cover View Card Orders (Confirmed Card Orders) 

• Explain Path at beginning of section. 

• Cover required and optional fields. 

Refer to Section 

6.1.1.3 

Show Slide #.113 

SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation " 

52. 

Cover Order Management (Confirmed Product 
Orders) 

• Explain Path at beginning of section. 

• Cover required and optional fields. 

Cover Export Orders 

• Explain Path at beginning of section. 

• Cover dropdown fields and pop-up selection. 

Refer to Appendix E for details on formatting 
Exported Files before Importing as new Order 

Refer to Section 

6.1.1.4 

Show Slide #.114 

Refer to Section 

6.1.1.4.1 

Show Slide #.115 & 
.116 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 

SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation 
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Topic 

Key Learning Points 

Actions 

Reference 

53, 

Cover Order Activity Log 

• Explain Path at beginning of section. 

• Cover display fields. 

Cover Order Validation Errors 

• Explain Path at beginning of section. 

• Cover display fields. 

Refer to Section 

6.1.1.4.2 

Show Slide #.117 

Refer to Section 

6.1.1.4.3 

Show Slide #.118 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 

SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation 

54. 

Cover Cancel Orders and Uneon firm Orders 
options. 

To Cancel Orders: 

• Explain Path at beginning of section. 

Refer to Section 

6.1.1.5 

Show Slides#.1 19 

SEA-00366 

Business 

Accounts 

Website 

Operations 


• Any non-approved order can be canceled. 

(Approval happens at Lead Agency level.) 


Manual 


• Canceled Orders cannot be uncanceled. 

To Unconfirm Orders: 

• Explain Path at beginning of section. 

• Confirmed, but not Approved, orders can be 
Unconfirmed, edited and re-Confirmed. 

Refer to Section 

6.1.1.6 

Show Slides #.120 
&.121 

SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation 

55, 

Cover Managing Pending Orders using Shopping 
Cart. 

Refer to Section 
6.1.2 & 6.1.2.1 

SEA-00366 

Business 


• Explain Path at beginning of section. 


Accounts 

Website 


Pending Product Orders -Order Summary tab: 

• Confirm Orders 

Show Siides#.122 
&.123 

Operations 

Manual 


• Cancel Orders 

• Export Orders 

Refer to Appendix E for details on formatting 
Exported Files before Importing as new Order 

• Explain Path at beginning of section. 

Pending Card Orders -Update Card Order: 

• Edit Order & Program fields 

Refer to Section 

6.1.2.2 

Show Slides #.124, 
.125 &.126 

SEA-01867 

Business 

Accounts 

Website 
Operations - 
Presentation 


• Save and Continue 




• Edit Product fields 




• Save 
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Topic 

Key Learning Points 

Actions 

Reference 

56, 

Cover Confirm Current Orders. 

• Explain Path at beginning of section. 

Refer to Section 

6.1.2.3 

SEA-00366 

Business 

Accounts 


Pending Product Orders -Order Summary tab: 

• Confirm Orders 

Show Slides #.127 
&.128 

Website 

Operations 

Manual 




SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 

57, 

Cover Add Products, Remove Products and 

Remove Cards using Shopping Cart. 

Refer to Section 

6.1.2.4 

SEA-00366 

Business 


To Add Products: 

Show Slides#.129 

Accounts 

Website 


• Explain Path at beginning of section. 

&.130 

Operations 


• Select and Add Products 


Manual 


To Remove Products: 

• Explain Path at beginning of section. 

Pending Card Orders -Update Card Order: 

Refer to Section 

6.1.2.5 

Show Slides #.131 
&.132 

SEA-01867 
Business 
Accounts 
Website - 

Operations- 

Presentation 


• Select and Remove Products 

Refer to Section 



To Remove Cards: 

6.1.2.6 



• Explain Path at beginning of section. 

Pending Card Orders -Update Card Order: 

• Select and Remove Products 

Show Slides # 
.133..134..135 & 



.136 
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Topic 

Key Learning Points 

Actions 

Reference 

58. 

Cover Card Management area » Summary of Card 

Refer to Section 

SEA-00366 


Accounts 

6.2.1 

Business 


To Search for Card Group or Card(s): 

Show Slides #.137 
&.138 

Accounts 

Website 

Operations 


• Enter Branch/Group for all cards in that Group 


Manual 


• Enter Serial Number, Cardholder ID, Card Status, 
or Products 


SEA-01867 


• Search Results appear below Search fields 


Business 

Accounts 

Website 


To View Card Account Details: 

Refer to Section 

Operations - 
Presentation 


• Select Serial Number link 

6.2.1.1 



Card Account Details displays 

Show Slides #.139 



• Card Details tab 

• Card Order History tab 

• Transaction History tab 




SEA-01868 

Revision 6.0/Nov 17, 2010 


ERG Confidential © ERG 2010 
To be disclosed only to Agency personnel who 


Page 35 of 60 
















Central Puget Sound Business Accounts Website 

Regional Fare Coordination System _ Security Level 3 _ Operations - Instructor Guide 


Topic 

Key Learning Points 

Actions 

Reference 

5?, 

Cover Block Card, Disassociate Card, Change to 
Automatic, and Block/Unblock Products. 

Refer to Section 
6.2.1.1.1 

SEA-00366 

Business 


To Block Card: 

• Explain Path at beginning of section. 

• Search and Select Card 

Show Slides#.140 

Accounts 

Website 

Operations 

Manual 


• Choose Reason 

• Block Card 

To Disassociate Card from Business Account: 

• Explain Path at beginning of section. 

• Search and Select Card 

Refer to Section 
6.2.1.1.2 

Show Slides #.141 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


• Disassociated Cards cannot be re-Associated. 




To Change to Automatic Voucher Revalue Type: 

• Explain Path at beginning of section. 

Refer to Section 
6.2.1.1.3 



• Must be set to Remote for option to show. 




To Refund E-Purse 

Refer to Section 

6.2.1.1.4 



• ExDlain Path at beainnina of section. 

• ExDlain Checkbox and Lead Aaencv role 

Show Slide #142 



To Block/Unblock Product: 

• Explain Path at beginning of section. 

Pending Card Orders -Update Card Order: 

Refer to Section 
6.2.1.1.5 

Show Slides #.143 



• Select and Remove Products 
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Topic 

Key Learning Points 

Actions 

Reference 

60, 

Cover viewing Card Account History. 

To view Card Account History: 

• Explain Path at beginning of section. 

• Select correct tab 

Refer to Section 
6.2.1.2 

Show Slides#.144 

SEA-00366 

Business 

Accounts 

Website 

Operations 

Manual 


Cover viewing Transaction History. 

To view Transaction History: 

• Explain Path at beginning of section. 

• Select correct tab 

Refer to Section 
6.2.1.3 

Show Slides#.145 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 

61, 

Cover Create/Maintain Branches. 

To Create Branch: 

• Enter Required Data 

• Create Branch 

Refer to Section 
6.2.2, 6.2.2.1, 

Show Slides#.146, 
.147,.148, &.149 

SEA-00366 

Business 

Accounts 

Website 

-Operations- 

Manual 


To Update Branch: 

• Edit Required Data then Update Branch 

To Remove Branch: 

• Edit Required Data then Remove Branch 

• all Groups in Branch must be empty of Cards to 
Remove Branch or Error Message appears 

Refer to Section 
6.2.2.2 

Show Slides#.150, 
51,J52 , &.153 

Refer to Section 
6.2.2.3 

Show Slides#.154, 
.155,.156, &.157 
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Topic 

Key Learning Points 

Actions 

Reference 

62, 

Cover Create/Maintain Card Groups 
(Create/Remo ve/Rena me) 

Refer to Section 
6.2.3, 6.2.3.1, 

SEA-00366 

Business 


To Create Card Group: 

• Enter Branch (if more than one) 

Show Slides#.158. 
.159 &.160 

Accounts 

Website 

Operations 


• Enter Card Group Name and Description 


Manual 


To Remove Card Group: 

• Locate then Remove Card Group (all Cards in a 
Group must be moved to Remove Group) 

Refer to Section 
6.2.3.2 

Show Slides#.161 
&.162 

SEA-01867 

Business 

Accounts 

Website 

Operations- 

Presentation 


To Rename Card Group: 

Refer to Section 
6.2.3.3 



Locate then Rename Card Group 

Show Slides#.163, 
.164 &.165 
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Topic 

Key Learning Points 

Actions 

Reference 

63, 

Cover Create/Maintain Card Groups 
(Block/Unblock/Import/Export/Move) 

Refer to Section 
6.2.3A 

SEA-00366 

Business 


To Block Card Group: 

• Locate, select Reason, then Block Card Group 

Show Slides#.166 
&.167 

Accounts 

Website 

Operations 

Manual 


To Unblock Card Group: 

• Locate then Unblock Card Group 

To Move Cards within Groups: 

• Locate and Select Group to move Cards From 

• Locate and Select Group to move Cards To 

Refer to Section 

6.2.3.5 

Show Slides#.168 
&.169 

Refer to Section 

6.2.3.6 

Show Slides #.170 
-.174 

SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 


• Move Cards 




To Export Card Group: 

Refer to Section 
6.2.3.7 



• Select Card Group 

Show Slide #.175 



• Download File 

Refer to Section 



To Import Card Group: 

• Enter Branch (if more than one) 

6.2.3.8 

Show Slides #.176 
&.177 



• Upload File 



To Re-associate a Card 

Refer to Section 

6.2.3.9 



• Select Card Group 

• Enter card serial number 

Show Slide. 178 



Add a Card 

Refer to Section 
6.2.3.10 



• Select Card Group 

• Enter card serial number 
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Topic 

Key Learning Points 

Actions 

Reference 

64, 

Cover Manage Agreement Details. 

Edit Business Account Information tab: 

Refer to Section 
6.3.1 

SEA-00366 

Business 

Accounts 


• Business Account Name and ID 

• Mailing, Delivery & Billing Address(es) 

Show Slides#.1 79 
&.180 

Website 

Operations 

Manual 


Edit Contact Information tab: 

• Business Account Contacts(s) info 

• Lead Agency Contact info 

• Save 


SEA-01867 

Business 

Accounts 

Website 

Operations - 

Presentation 

65. 

Cover View Vanpool Subsidies Details. 

Vanpool Subsidies display is Read-Only: 

Refer to Section 
6.3.2 

SEA-00366 

Business 

Accounts 



Show Slides #.181 
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Manual 
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Topic 

Key Learning Points 

Actions 

Reference 

66. 

Cover Contact Us and Generate Reports. 

Refer to Section 

SEA-00366 


To Contact Us (Lead Agency): 

6.4 

Business 


• Enter Required Info and Email is sent 

Show Slides #.182. 
.183 &.184 

Website 


• Click Phone link and call specific Agency 

Operations 

Manual 



Refer to Section 



To Generate Reports: 

6.5 

SEA-01867 


• Opens New Window 


Business 


• Log in and available Reports listed 

Show Slide #.185 

Accounts 

Website 


• Expired Vouchers 


Operations - 


• Business Card Account Transaction History 

• Business Card Status 

• Business Linked Ridership Summary 

• Business Unlinked Ridership Summary 

• Business Vanpool Subsidy Status 

• Business Vanpool Usage 

• Unredeemed Products 


Presentation 


(Other Reports available on the Agency level.) 



67. 

Cover Update (Change) Password. 

Refer to Section 

SEA-00366 


• Enter old password 

6.6 

Business 

Accounts 


• Enter and retype New password 


Website 


• Error messages will give instructions if mistake is 
made. 

Show Slides #186. 
.187 &.188 

Operations 

Manual 
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Topic 

Key Learning Points 

Actions 

Reference 

68. 

Learning outcome: Demonstrate an understanding 
of the tasks available on the Business Account 
view of website and performing various tasks from 
the Lead Agency viewpoint 




Describe how session will be conducted 

Still using Training Lead Agency user/password 




Perform various tasks using Operations Manual as 
a reference. 

Log in using provided Lead Agency username and 
password. 

Search for previously made Business Account ID. 

Enter a new Card Order with Voucher and E-Purse. 

Confirm an Order. 

Create a new Branch. 

Create another Card Group with the New Branch. 
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7 Summarize Learning Objectives 


Topic 

Key Learning Points 

Actions 

Reference 


Review the course objectives 

At the end of this course, students will be able to: 

• Log in and log out of the Business Accounts 
website and navigate through to a process 

• Understand the Lead Agency and Business 

Account views of the website and their individual 
and shared tasks 

• Create/Maintain Business Account Agreements as 
Lead Agency and/or Business Account Operator 

• Manage Business Account Programs as Lead 
Agency 

• Manage Business Account rules as Lead Agency 

• Approve Orders as Lead Agency 

• Create New Orders as Business Account Operators 
and/or Business Account Operator 

• Create/Maintain Branches and Card Groups as 

Lead Agency and/or Business Account Operator 

• Maintain Card management as Lead Agency and/or 
Business Account Operator 

Show Slides #.189 
and.190 
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Topic 

Key Learning Points 

Actions 

Reference 

70. 

Review the student Access and Activities 

Refer to Appendix 

SEA-00366 


• Business Account Operator: 

C 

Business 

Accounts 


• Create new order 


Website 


• Order products 


Operations 

Manual 


• Confirm orders 




• Manage card details 


SEA-01867 


• Manage card branches/groups 


Business 


• Manage agreements 

Show Slide #.191 & 
.192 

Accounts 

Website 


• View Vanpool Subsidies 


Operations - 


• Update (Change) password 

• Generate reports 


Presentation 


Lead Agency Representative: 




• Approve/process agreement applications 

• Create/maintain agreements and agreement rules 

• Maintain various program types 

• Approve orders 

• Upload card printing templates 

• Manage Whitelists 

• Generate reports 

• Create new order, order products, and confirm orders 

« Create Card Orders with Purse Inaccessible; 

• Manage card details and card branches/groups 

• Manage agreements 

• Manage Vanpool Subsidies 
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8 Student Assessment Exercises 


Ensure that there is a copy of the Student Assessment form for each student, found in 
Appendix C of the Student Workbook. 


Topic 

Key Learning Points 

Actions 

Reference 

71. 

Explain the requirement to evaluate each student 
on the subject matter of the course. Have each 
student fill out the Student and Instructor Name 
line on the Student Assessment From, then mark 
their progress as they complete each exercise. 


Copy of the 
Student 
Assessment 
Exercises from 
the Student 
Workbook. 


Note: The Instructor should be monitoring 
progress but referring questions to the manual 
during the assessment. 


Copy of 

Student 

Assessment 

Form 


1) Register a new Business Account Agreement 
with all 3 Programs attached. 

2) Search for the new Business Account 
Agreement. 

3) Approve the new Business Account 

Agreement. 

4) Place a Card Order with Product. 

5) Approve a Card Order. 

6) Create a new Branch for the Business Account. 

7) Create a new Group for the newest Branch of 
the Business Account. 

8) Extend the Agreement. 

9) Suspend then reinstate the Agreement. 

10) View and Edit the Agreement Details. 

11) View/Edit Business Passport Program. 

12) View/Edit Electronic Voucher Program. 

13) View/Edit Business Choice Program. 

14) View/Edit Vanpool Subsidies Rates. 




8.1 Final Question and Answer Session 


Topic 

Key Learning Points 

Actions 

Reference 

72. 

Give the students an opportunity to ask any final 
questions before completing this module of the 
training course. 
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Topic 

Key Learning Points 

Actions 

Reference 


In the event that a relevant question cannot be 
satisfactorily answered, the instructor is to obtain 
this information at the earliest opportunity. The 
details of the person asking the questions, or an 
agreed contact person, are to be taken, and the 
required information is to be forwarded as soon as 
practicable. 

Answer question 
as required. 

Take the relevant 
contact details for 
forwarding the 
answers to any 
unanswered 
questions. 



8.2 Course/Module Completion 


( Formatted: Bullets and Numbering ) 


Topic 

Key Learning Points 

Actions 

Reference 

73, 

Bring the course/module to an end, thanking 
everyone for their attention. 




8.3 Module Evaluation 

Ensure that there is a copy of the module evaluation form for each student to complete. 


Note: Only one Module Evaluation should be completed by each student. If more 
than one module is covered, wait until the end of the course to conduct the 
evaluation. 


Topic 

Key Learning Points 

Actions 

Reference 

74, 

Explain the requirement to have the students 
provide an evaluation of the training course they 
have just attended. 

In the interest of quality assurance, each student will 
be asked to complete a module evaluation form. This 
will provide valuable information of the content, pace, 
and delivery of the material being presented. It also 
provides feedback on whether the instructor is meeting 
the standards required by the contract. 

The students are not required to enter their names on 
this document; however, they can do so if they want to. 

Ask each of the 
students to 
complete the 
module evaluation 
form. 

Module 

Evaluation 

Form in the 
Student’s 
notes, and is 
also contained 
in Appendix E 
of this 
document. 
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Appendix A Terminology 

This section contains a list of acronyms, abbreviations, and terms used in this document. 

A.1 Acronyms and Abbreviations 


Table 3 contains the acronyms and abbreviations that are specific to ERG. In general, 
industry standard acronyms and abbreviations are not defined in this table. 

Table 3: Acronyms and Abbreviations 


Acronym or 
Abbreviation 

Definition 

CD 

Configuration Data 

CIPP 

Card Initialization, Personalization and Printing 

CT 

Community Transit 

ERG 

ERG Transit Systems (USA), Inc. 

ESB 

ERG Service Bureau 

ET 

Everett Transit 

KCM 

King County Metro 

KT 

Kitsap Transit 

ORCA 

One Regional Card for All 

PT 

Pierce Transit 

RFCS 

Regional Fare Coordination System 

RIDC 

Regional Inventory Distribution Center 

ST 

Sound Transit 

WSF 

Washington State Ferries 


A.2 


Terms and Definitions 

Table 4 contains the terms that are specific to ERG. In general, industry standard terms 
are not defined in this table. 


Table 4: Terms 




Definition 


Actionlist 


Agency 


Agency policy 


Listing of fare card, application, and/or product identifiers, with an 
associated action, that instructs devices to modify the fare card, or its 
associated application or product, accordingly. 

Each of the public transportation agencies that are a party to the 
RFCS agreement. 

Refers to situations in which the determination of certain information, 
such as the physical location of specific computer files, is defined by 
the individual Agencies and not by ERG. 
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Term 

Definition 

Blocking 

A feature that prevents a card, application, or product from further 
use. Blocking can be initiated by business rules in the device, 
depending on the required system behavior, or by a request on an 
actionlist. See also unblocking. 

Business Account 

Employers, educational institutions, social service agencies, and 
other entities with whom the Agencies contract for distribution of 

RFCS smart cards with RFCS transit products or stored value to 
individual cardholders for use in the RFCS program. 

Business Account 
cards 

Fare cards provided by Business Accounts to transit users (students, 
employees, and so forth) for fare payment use. A transit user may 
register and subsequently link the fare card to his or her account in 
order to be able to use voucher funds on an ad hoc basis by using 
the cardholder website. The transit user is the Primary Cardholder, 
and the Business Account is the Associated Cardholder. 

Business Account 
operator 

The Business or Institution that operates the Business Account. 

Business Choice 

A Business Account program in which a specified pass or stored 
value amount is loaded to a card or a series of cards through remote 
revalue. 

Business Passport 

A type of pass that provides unlimited use of pass privileges by 
cardholders of the Institution on one or more public transportation 
systems. Business Passport is similar to the existing FlexPass 
program. 

Card 

Refers to a contactless smart card. The medium used by a 
cardholder to store applications. 

Cardholder group 

A group of individual cards that the Institution manages with the same 
strategy. 

Configuration Data 

A generic term for data that is sent to a device or host to configure its 
functionality. 

Customized program 

A Business Accounts program in which a specified pass or stored 
value amount is loaded to a card or a series of cards through remote 
revalue. Customized program applies only to “retail products” and is 
not available for right-to-ride programs. 

Electronic Voucher 

An electronic voucher is the fare card equivalent of the current 
employer-sponsored Commuter Bonus Voucher. This program 
provides a fixed dollar amount subsidy to be distributed monthly to 
participating employees. The voucher may be used towards 
purchasing stored value or pass products. An electronic voucher can 
be redeemed at any point in the revalue network. 

ERG Service Bureau 

ERG’S central processing center, responsible for card procurement, 
initialization, and distribution services. The ESB also provides 
second-tier customer service functionality and associated card and 
device management. 

Fare Card 

A nondisposable smart card for transit use. 

Lead Agency 

An Agency that oversees one or more Business Accounts. 

Lead Agency Business 
Account ID 

The Lead Agency generates this number to identify Business 

Accounts for which it has a Business Account Program agreement. 

Lead Agency 
Representative 

A role that is responsible for the management of Lead Agency 
activities. 
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Term 

Definition 

Mail Center 

A central location that receives and processes any mail sent to the 
RFCS program and receives and processes work orders generated 
by RFCS websites. These work orders include card orders, requests 
for replacement cards, the personalization of Business Account 
cards, and requests for application forms. The Mail Center is 
operated by King County Metro (KCM). 

Manual agreement 

An agreement negotiated between a Lead Agency and a Business 
Account and recorded in the Clearinghouse Business Accounts 
database by the Lead Agency Representative. 

Multi-ride product 

A prepaid product that provides the cardholder with the right to travel 
for a specific number of journeys. For example, a ten-ride product, 
which offers the cardholder ten journeys. See also purse and period 
pass. 

A multi-ride product holds electronic value in ride units. A cardholder 
purchases a multi-ride product and receives a fixed number of rides 
on the multi-ride product on the card. 

The cardholder can subsequently use rides on the multi-ride product 
to pay for transit services from Service Providers that honor the multi¬ 
ride product. 

Participating Agency 

An Agency that issues products used by Business Account 
cardholders. 

Period pass 

An electronic record maintained on a fare card that permits unlimited 
rides by the cardholder on specific transit operators within a fixed 
amount of time. Period passes are products that cover fares less than 
or equal to the face value of the product. A period pass does not 
have the concept of a discrete remaining value that is affected on a 
per usage basis. 

Purse 

An electronic representation of the monetary value on a fare card. 

Regional Inventory 
Distribution Center 

The central distribution center for cards within the RFCS. Cards are 
sent to the RIDC from the ESB. 

Right-to-Ride 

A type of pass that provides unlimited use of pass privileges by 
cardholders of the Institution on one or more public transportation 
systems. Right-to-Ride is similar to the existing FlexPass program. 

Revalue 

Revalue of a card comprises the following operations: 

• Initial valuation of a fare card with a pass, multi-ride product, or 
stored value 

• Addition of a new pass, multi-ride product, or stored value to a 
fare card 

• Extension of the period of time for which a pass is valid 

• Addition of further rides to a multi-ride product 

Unblocking 

Resetting the state on the card to allow the card, application, and/or 
product to become available for use after it has been blocked. 
Unblocking can occur at customer service devices by actionlist 
requests, or, if appropriate, by device business rules. 
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Term 

Definition 

Whitelist 

The Business Account Whitelist is defined in CD as a list of Business 
Account IDs, similar to a card hotlist which is a list of card serial 
numbers. The Whitelist is used to provide a list of Business Accounts 
for whom products have been issued and which are currently valid for 
use within the RFCS. Removing a Business Account from the 

Whitelist allows a Business Account to be temporarily suspended 
within the RFCS without the overhead of hotlisting (and later 
unhotlisting) all of the cards supplied by the institution. Suspension of 
a Business Account is likely to occur if the institution falls behind in 
paying its bills with its Lead Agency, for example. When the late 
payment is received by the Lead Agency, the Business Account can 
be added back into the Whitelist, thus re-enabling all its cards. 
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Appendix C Module Attendance Sheet 

Module Title: Business Accounts Website Module Number/Code 31-CUST-BUS 

Operation Module 

ACCT 

Module Duration: From: 

To: 

Module Venue 

Name of 


Instructor/Facilitator 

Student Name 

Job role Department 
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Appendix D Student Assessment Form 

Student_Instructor_ 


Mark Yes for each Assessment Exercise completed using only the Operations Manual for assistance. 
Mark No for any Assessment Exercise left uncompleted. 


Exercise 

Yes 

No 

1) Register a new Business Account Agreement with all 3 Programs 
attached. 



2) Search for the new Business Account Agreement. 



3) Approve the new Business Account Agreement. 



4) Place a Card Order with Product. 



5) Approve a Card Order. 



6) Create a new Branch for the Business Account. 



7) Create a new Group for the newest Branch of the Business Account. 



8) Extend the Agreement. 



9) Suspend then reinstate the Agreement. 



10) View and Edit the Agreement Details. 



11) View/Edit Business Passport Program. 



12) View/Edit Electronic Voucher Program. 



13) View/Edit Business Choice Program. 



14) View/Edit Vanpool Subsidies Rates. 



15) Log out 
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Appendix E Module Evaluation Form 

MODULE TITLE: _ 

DATE: _ INSTRUCTOR: _ 


Please indicate how well you think the module met the listed objectives by checking the corresponding 
box, where 3 = objective fully met, 2 = objective mostly met, 1 = objective partially met, 0 = objective not 
met. 


Objective 

3 

Fully 

Met 

2 

Mostly 

Met 

Partially 

Met 

0 

Not 

Met 

Log in and log out of the Business Accounts website and navigate 
through it 





Understand the Lead Agency and Business Account views of the 
website and their individual and shared tasks 





Create/Maintain Business Account Agreements as Lead Agency 





Manage Business Account Programs as Lead Agency 





Manage Business Account rules as Lead Agency 





Approve Orders as Lead Agency 





Create New Orders for Business Account 





Create/Maintain Branches and Card Groups as Lead Agency 





Maintain Card management as Lead Agency 






In your own words, how would you rate this module overall in preparing you to perform the Business 
Account Website tasks? 


What would you change to make this module more effective? 


Thank you for your cooperation 
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Appendix F References 

The following materials are to be used in conjunction with or are referenced by this 
document. 

[1] SEA-00365 

RFCS Agency Website Operations Manual 

[2] SEA-01106 

RFCS High Level System Overview 

[3] SEA-00364 

RFCS Mail Center Operations Manual 

[4] SEA-00366 

Business Accounts Website Operations Manual 

[5] SEA-01867 

Business Accounts Website Operations - Presentation 

[6] SEA-01869 

Business Accounts Website Operations - Student Workbook 
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